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"90 ¢ Deputy Chief, FEID 6 January 1953

FROM : Adrdnistrative Officer, FBID
SUBJECT: MNetes for letteor of Instruction

1. Bureaus ore again cautionred apainst sénding teletype
meesages of an unofficial mature {0.g. stork arrivals), Un-
dess such information has an operationsl ivplication (8.0 amends
mont of & Travel Ordsr) 4t cannot be considored wire meterizl.

2. Somo Bureaus contimue to request air shimment of GBup=~
plien with spacial reforence to forms. In the future such ree
Guests will be roviewed unsyrpethetically. Adp ghiprontn,
whether by air mail or air pouch, are an unmecessary expense and
oxcept for real cporgoncies, which cannot be anticipated, sould
not be requested. This applies to all categories of adminige
trative ard operational eupplies and equipnont.

3. Ag an enclosure to this Letter of Instruction there is
included for overasas Pureaus a samplo blank Purchase Ordet which,
it 18 beliaved, will be of considerable advantage to the Bureaus.,
If this form is desired at any Buresu, the Administrative Offica
ghould be motified in the very mear future of the estimnted nume
ber required for the last three quarters of the current calendar
year. (These forms are mot stocked and mist be made up.)

L« Any employee recoiving an advance of Governmont funds
18 responsidle for prompt amd corplete accounting upon fule
fillment of the purpose for which such funds were advanced,
liguidation of advances ére required at the earliest practicable
date consistent witk the purposes for which they are approved
(esge immediately upon the completion of travel)s Delinguencies
in this matter will rasult in diseiplinary actiond

5« Travel vouchers are being forwarded by some Bureaus
without the signature!of the Bureau Chdef in the "Approval
Racormncnded® lins. Bureau Chiefw are properly rasponsibls for
signing as recormending approvel for all travol vouchors gube
mitted to the department, except their own.

6. Agency policy now provides that classified enployres
. how assigned or to be assigned ¢o emergency areas apd who for
that reason cannot take household effects with them, may request
reimbursement for otateside storage subsequent to 31 August 1952
by submitting to the Administrative Office Standard Form 1034
supported by receipts for paymsnt. However,

&. Alimt of 3000 lbs. gross weight (exclusive of
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automobile dnd personal effects) may be shipped at Governs
nent axpense 0 cuch an erergency area, and,

b. The wolght reimbursable ray not exceed the authorised
. progs welght less the weight shipped to the area.
The Tokye, Hokkaldo, Okinawa, Saigon, Jarman, Austrian and Modi«
torranean Dureats ere considsred to be in emerpgency arens,

_Ta Professicral Lms whdch Mediterransan B‘umau e:rployeel
bava beon required io pay to the menicipality of Kerevas are now
censidersd to be an opemttom_l expensc, Classilled employees
{and foreigsn. natiun&l employaes who are in the ares by reason of
their enploymswt witk TBIS) may subrdt cleims: for reixburscment
of this fea on Standard form 103L supported by recuipts for pay-
mant. Patroactive claims will be lonored.

--Er:dts: £ sets of F.,0. form 36 -ia
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